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Cﬂ Or LOGISTICS -1 JUL GBS
EMENT NOTE NO. 27

RETIREMENT OF CONTRACT PROCURLEMENT RECORDS

i. In accordance with agrccements rcached among the
ral decentralized contracting tecams and their host
ces or Directorates, the following policices and pro-

A%

)
res for the retirement and disposal of contract pro-
nment records will apply:

a. Files of transactions valued at more

than $2,500 may be destroyed 6 years after
final payment; those of transactions valued
at 82,500 or less may be destroyed 3 years
aftecr final payment.

b. Temporary rectention of completed files
in the current working area of each decentralized
contracting team pricr to their retirement to the
Asency Records Center will be at the discretion
of ecach decentralized tecam.

¢, Each team will be responsible for arranging
r the physical movement of its completed contract
iles to the Records Center after completing the
ccessary packaging, labeling, and documentation.
N ‘ :
e

o]

3o Hh My

n contract records arc cligible for retirement,
custodian of the records will complete Part I
Rccords Retirement Request [Form 140] and a Re-
ds Shelf List [ orm 140a]. The method of pre-
ration and the numbers of copies of the forms are
scribed generally on cach.

|52 J [¢Rm=n

atd o O ot
o O Hh
Uik "i

(¢

d. Since contract procurement records may be
destroyed according to two different time periods,
it is recommended that files of transactions over
$2,500 be processed separately from those of $2,500
or less to permit a more orderly disposition program
ot vHe Records Center. %agsfmrp

¢. Forms completed in accordance with paraﬁraph

o
i.¢c. above will be sent to Lhe Office of Logistics .
Arca Records Officer [OL/ARO] who will complete 2axrt £on

12 of Form 140 and forward the necessary copies to
thc Records Center for accentance and the assignment
of a reference job number. The "Restrictions on Use

Approved For Release 2006/04/13 : CIA-RDP72- 00039R'0'0—'1I 0010000‘3011 9 4197
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OFFICE OF LOGISTICS
PROCUREMENT NOTE NO. 2%

s" block of Part II will contain both

ce designation of thce contracting tcan
rned and "Director of Logistics, or his
The rights of reference to the files
be extended to any other Agency compo-
nent without the approval of the Director of Logis-
tics after coordination with the chief of the con-
tracting tecam concerned.

f. Copies of the approved Reccords Retirement
quest and the Records Shelf List prepared by each

oe]
o

team will be provided to the tecam's custodian of
records, and copices will be retained by the OL/ARO.
Shelf lets and job numbers will be used to identify
those records which might nced to be recalled for
reference purposes., bOLh the team concerned and the
Director of Logistics or his designee-may independently
request the records for reference use,

g. Be;orc retiring its records to the Records
Center, each contracting team must insure that its
contract procu*emunt files contain only contractual
cocuments and supporting papers and-that no sensitive
operational information is included.

h. The OL/ARO will provide guidance to team re-
cords custodians 1n the performance of their responsi-
bilities concerning contract procurement records.

A host Office or Directorate may include contract

-
nrocurenment records in its own Records Control Schedule, how-
ever it is suggested that the entry indicate the Office of
Logistics as the office-of-record since that Office has the
vlitimate responsibility for all Agency procurement, The
"Cite Schedule or Authority" block [Part II, Form 14071 Will
¢Ontain an Office of Logistics Records Comtrol Schedule

3. Policies and procedures for the maintenance and re-
tirement of contract procurement records set out in this Pro-
curcment Note arc in no way concerned with the maintenance and
rctirement of Research and Development Project Case Files. The

.. . s
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OrrICE OF LOGISTICS
PROCUREMENT NOTE NO. 27

revirement and disposal of project case files are governed
by the criteria of a separate General Records Schedule, are
The resnonsibility of project and/or technical offlcers, and
Tae only responsibility of a contracting officer in connection
therewith is to provide copies of contractual documentation
which nust be made a part of such files.
+. The operation of these records retirement proccdures
wili be observed and reviewed over the next several months.
Each team 1Is requested to share in this review and to offer
suggestions which it fecels will contribute to the efficiency
and erffectiveness of the system. 25X1
7-—=George E. Meloon
//?/Dyrector of Logistics
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OFJ;uC OF LOGISTICS
PROCURLEMENT NOTE NO. 27

ol Records™ block of Part IT will contain both

oo office designation of the contracting tcan

concerned and "Dircctor of Logistics, or his

designee."  The rights of rofcercence to the Files

will not be extended to any other Agcncy compo-

nent withoutr the approvel of the Dircctor of Logis-

tics after coordination with the chief of the con-

tracting team concerned,

. Copies of the approved Records Retircement
Request and the Recerds Sheilf List prepared by euach
team will be provided te the team's custodian of
rceccords, and copiles will be retained by the OL/ARO.
Shelf Lists and job numbers will be used to identify
thosc vecords which might need to be recalled fox
reference purposes. 3oth the team concerned and the
Dircctor of Logistics oxr his designee-may independently
reguest the records for reference use. »

g¢. Before retiring its records to the Records
Center, each contracting team nust insure that its
contTract procuremént Zfiles contain only contractual
‘cocuments and supporting papers and--that no sensitive
operational information is included.

%“. The OL/ARO will provide guidance to teanm re-
cords custodians in the performance of their responsi-
bilities concerning contract procurement records.

2. A host O0ffice or Directorate may include contrac
nrocurcment records in its own Records Control Schedule, how=-
ever it is suggested that the entry indicate the Office of
ogistics as the office-of-record since that Office has the
vwltimate responsibility £or all Agency procursment. The
“"Citc Schedule or Authority" block [Part 11, ~ogﬁ;jﬁib Will
Erioln anorPice vitugiscics Records Control Schedule

3. Policies and procedures for the maintenance znd re-
tircment of contract procurenent records set out in tais Pro-
curcment Note arce in no way concerned with the maintenance and
retirement of Research and Development Project Case Files. Ta

9 i rn i
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retirement and disposal oI preject
by the criteria of o separate CGene
Tao reos»onsivilizy of project and/
Tace only responsibility oxX a contr
Therewith is to provide copies of
walich must be made a part o suca
4. The operation oF these re
will Dbe obscrved and reviewed overw
Each team is reaquested to share in
suggestions which it feels will c¢o
and c¢rffectiveness of the systen,
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OFIICE OF LOGISTICS a b 1oR0
PRGCUREMENT NCTE NO. 27 =3 JUL 1865

AETIREMENT OF CONTRACT PROCUREMENT RECORDS

1. In accordance with agreemcnts reached among the
everal decentralized contractine teams and their host
icc or Directorates, the following policies and proe
dures for the retirement and disnosal of congract PTO= -
curement records will apply:

o
H] L]

Eay
N

[¢]
O

a, Filles of transactions valued at more
than $2,500 may be destroyed 6 years after
Zinal payment; those of transactions valued
at $2,500 or less may be destroyed 3 years
after fineal payment,

b, Temporary retention of conpleted files
in the current working arca of each decentralized
contracting team prier to their retirement to the
&Loency. Records Center will be at the discretion
of cach decentralized toem,

¢. Each team will be resnonsible for arranging
Jor the physical movement of its completed contract
files to the Records Center after completing the
n¢cessary packaging, labeling, and documentation.
When contract records are elirible for retirement,
the custodian of the records will complete Part I
oif Records Retirement Rccuest [Form 140] and a Re-
cords Shelf List [Form 140al]. The method ¢f pre-
naration and the numbers of copies of the forms are
described generally on e¢ach,

d. Since contract »rocurement records may be
destroyed according to two different time periods,
it is recommended that files of transactions over
22,500 be processed separately from those of $2,500
or less to permit a morc orderly disposition progran
at the Records Center,

e. Forms completed in accoerdance with paragraph
i.c. above will be sent tc the Office of Logistics
Area Records Officer [OL/ARC] who will comwnlete Parxt
iI of Form 140 and forward the necessary ccpies to
the Records Center for acceptance and the assignmeﬁt
of a reference job numdber. The '"Restrictions on Use

L
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OFFICE OF LOGISTICS
PROCUREMENT NOTE NO., 27

0of Hecords' block of Part II will contain both

the offico designation of the contracting tcan
concerned and "Directoxr ¢f Logistics, or his
designee", The rights of reference to the files
will not be extended to any other Agency compo=-
nent without the anproval of the Dirsctor of Logise
tics after coordination with the chief of the cone
vracting team concerned,

£. Copies of the approved Records Retirement

Acquest and the Records Shelf fist prepared by each
tcam will be provided to the tean's custodian of
.zecords, and coples will be retained by the OL/ARC,
Shelf Lists and job nunbers will be used tec identify
those records which misht need to be recalled for
reference purposes, DBoth the team concerned and the
Director of Logistics or his designee may independently
request the records for reference use.

5, bBefore retiring its records to the Records
Center, each contracting team must insure that its

centract procurement files contain only contractual
¢ocunents and supporting papers and that no sensitive

operational information is included.

. The OL/ARO will provide guidance to team re-
coras custodians in the performance of their responsi-
bilities concerning contract procurement records.

2, A host Office or Directorate may include contract
procurement -records in its own Records Control Schedule, how-
ever it is suggested that the entry indicate the 0ffice of
Logistics as the office~of«rccord since that O0ffice has the
1itimate responsibility for all Agency procurement., The
“Cite Schedule or Authority" bdlock [Part II, Form 140} will
~contain an Office of Logistics Records Control Schedule
number.,

. Policies and procedures for the maintenance and re-
tirement of contract procurcment records set out in this Pro-
curement Note are in no way concerned with the maintenance and
ctirement of Research and Developnent Project Case Files. The

N
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OFFICE OF LOGISTICS
PROCUREMENT NOTE NO. 27

retirement and disposal of nroject case files are goverrad

by the criteria of a separatec General Rascords Schedule, are
the responsibility of project and/or technical of ficers, and
the only responsibility of a contracting officer in contection
therewith is to provide copies of contractual documentation
which nust be made a part of such files,

<. The operation of these records retirement procedures
will be observed and reviewed over the next several months.
Each team is requested to share in this review and to offer

suggestions which it feels will contribute to the efficiency
and effectiveness of the systen.

25X1

UW/ Georgec E, Meloon
{*“Birector of Lovistics
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